Holy Cross Catholic Church
Job Title: Pastoral Associate for Communications
FLSA: Non-Exempt
Reports to: Pastor
Job Description:
The Pastoral Associate for Communications oversees all internal and external communications for a parish, ensuring clear, consistent, and mission-aligned messaging across print, digital, and social media channels. He/she identifies and implements key communication and branding strategies, assisting collaboratively with other parish personnel and ministry leaders to present a unified voice and image of the parish.
Key Responsibilities:
· Manages the parish’s bulletin, monthly newsletter, social media channels, website, and other means of communication.
· Develops communication strategies that highlight the strengths and areas of growth for parish life.
· Maintains a healthy relationship with the diocesan Communications Office.
· Works collaboratively with other parish personnel and ministry leaders in implementing unified communications.
· Evaluates different communications platforms and recommends new technologies to parish leadership.
· Submits annual budget requests to the finance department.
· Maintains a safe and orderly workspace.
· Maintains his/her own spiritual and professional growth.
· Presents a positive image of the parish to the public.
Supervisory Responsibilities:
· Independent contractors hired for communication purposes.
· Photographers for parish events.
Required Skills/Abilities
· Demonstrates a proficient knowledge of publishing software/platforms, including but not limited to Microsoft Office Suite, Canva, Adobe Suite, Constant Contact, Flocknote, and RefreshWebsites.
· Ability to adapt to new technologies and software.
· Demonstrates a high degree of accuracy and attention to detail.
· Excellent verbal and written communication skills.
· Excellent ability to explain to others and impart an understanding of why and how the parish needs to communicate effectively.
· Ability to complete tasks efficiently and accurately.
· Valid NC driver’s license.
Education and Experience:
· Bachelor’s degree in theology, catechetics, philosophy, or communications, preferred.
· At least 5 years relevant experience preferred.
· English/Spanish bilingual preferred.
· Small portfolio of past marketing materials upon request.
Physical Requirements:
· Prolonged periods of sitting at a desk and working on a computer.
· Prolonged periods of standing and walking.

Employee signature below indicates the employee’s understanding of the requirements, essential functions and duties of the position.

Employee____________________________________________	Date:___________________
